Abstract-This
In the past, employers advertised open positions in "Help Wanted" sections of local newspapers. Technical communicators diligently scanned the Sunday classified ads for "Writers Wanted," typed their résumés and cover letters, dropped them in the nearest mailbox, and waited for a response. Both employers and job seekers had very few options. For employers, the newspaper industry had a virtual monopoly on the classified ads. Technical communicators read about the latest trend in résumé formats, designing professional portfolios, or approaches to "knock 'em dead" cover letters. However, for these job seekers the search process and application method did not change much until the internet became available.
The internet significantly changed the way employers recruit talent and this way technical communicators apply for jobs. Employers had a new way to advertise openings, and technical communicators had a new way to search for jobs. As employers developed new methods for their online recruiting efforts, old rules and strategies for job seekers no longer applied. For example, Peter Weddle cautioned, "The new job market is a whole new ball game, and it operates with a totally new set of rules. The techniques for conducting a job search campaign today are completely different from those that worked and worked well just five years ago" [1, p. 3] . Change seems to be the only constant in searching for a job online. Therefore, successful job seekers must continually update their search strategies in response to employers' online recruiting methods.
Online recruiting has become a multibillion dollar business. Already established in large companies by the late 1990s, online recruiting and electronic résumé management methods are now frequently being used by smaller companies as well. Technical communicators who felt that they did not need to know anything about new job search methods because they were only interested in applying for "lone writer" positions at small companies can no longer feel safe in their approach. Joyce Kenney and Thomas Morrow warn, "Just because you are applying to a small company, don't assume your résumé will not be read by a computer" [2, p. 13] . Similarly, online job searches are not just for techies. An article in Fortune, for example, reports that "fully 65% of online job seekers hail from nontechnical professions" [3, p. 67] . While some technical communicators and employers are still managing to avoid the internet, this situation is not the norm. Technical communicators are searching for jobs and posting their credentials online at an astonishing pace. In response to the record numbers of job seekers going online, employers are developing new methods to attract, sort, screen, evaluate, and hire.
Unfortunately, the internet does not come with a sign announcing, "Job Seekers Beware." With online recruiting methods changing rapidly, job applicants have to learn the new rules as they go. However, in a high-stakes endeavor such as searching for a job, the trial-and-error approach makes many technical communicators uneasy. This article explores employers' new solutions to the old problem of finding the best candidate for the job, and describes several techniques used by online recruiters. It emphasizes steps technical communicators can take to use the internet to improve their chances of getting hired in a tight job market. Although much of this information and advice applies to job seekers from many professions, I draw on examples from my experiences in the technical communication field to illustrate my points.
NEW SOLUTIONS TO AN OLD PROBLEM
The goal is still to efficiently hire and retain the best candidate for the position. However, the internet and new technology offer employers a variety of resources to help them in achieving their goal. Employers are both reacting to job seekers' online behaviors and attempting to change such behavior.
Early Online Efforts Job boards and résumé scanning were the first stage of online recruiting. Job boards were simply websites where employers posted available jobs and job seekers posted résumés. Employers liked job boards because they were cheaper, quicker, and more easily revised than print ads. Job seekers liked job boards because they could shop their résumés to hundreds of employers at once. At the same time, companies were developing electronic methods to manage and sort the huge volume of résumés they received.
As a result, early online efforts focused on résumé storage and retrieval. Recruiters needed an efficient way to store in an electronic format the hundreds of résumés they received each day. Once résumés were properly archived, recruiters needed an efficient way to find those applicants representing the best fit for a specific job opening. To solve the first problem, recruiters turned to scanning résumés. Traditional print résumés received through the U.S. mail or by fax were scanned into databases using optical character recognition technology. While many employers developed their own in-house hardware and software to scan résumés, a number of companies recognized the market need and began selling résumé-scanning services, résumé-scanning technology, and résumé-management (or tracking) software.
Résumé-scanning practices gave job applicants their first indication that traditional job-search practices would not work. Some job applicants were finding that employers could not accurately scan the résumés they had labored hours to create. For example, Baker, DeTienne, and Smart [4] report on the experiences of an MBA student who had his résumé returned because it was not in a format that allowed the company to scan his information. Photocopied and faxed résumés did not always scan properly. Similarly, dark color paper, unusual fonts, underlining, italics, bold, multiple-column layouts, horizontal and vertical rules, tight leading, narrow margins, and graphics all prevented employers from accurately scanning a résumé. Even simple mistakes such as a fold in the résumé running through the middle of a line of text often made the text scan as unrecognizable characters. In response to these problems, career counselors, websites, and books began offering job applicants advice on how to design a scanner-friendly résumé. Savvy technical communicators learned that if given the option of submitting a résumé online or sending a paper résumé, they should select the online option because many employers sent out the paper résumés to be scanned. The online résumé, therefore, got the applicant's credentials into the employer's database quicker.
Once résumés were transformed into electronic data and imported into company databases, employers turned to résumé-management technology. In a study examining how résumé-management systems were being used in Fortune 500 companies, Baker, DeTienne, and Smart found that "54 percent have had their systems for over three years, 30 percent for one to three years, and 16 percent for less than one year" [4, p. 12] . For those companies without a résumé-management system, they reported that 52% planned to implement a system. They concluded from their study that résumé-management system use in Fortune 500 firms "appears to be sufficiently widespread that job applicants should assume their résumés will be entered into some type of [résumé-management] system" [4, p. 15] . While résumé-management technologies vary, they are all based on the same principle: résumés are converted to an electronic version through scanning or imported from electronic files and archived in a company's database.
To access résumés, employers search for keywords in much the same way that people search for information on the internet using search engines. For example, an employer interested in filling a software documentation position may use the following keywords: "software documentation," "technical writer," "RoboHELP," and "online help." KEYWORDS Table I ) for more information about creating keyword résumés.
Once employers entered the search parameters, résumés in the database featuring these keywords would be marked as a "match." More sophisticated software is capable of ranking résumés based on the number of "hits," sending letters (for example, acknowledgment, follow-up, reminders, offer, etc.) to applicants, and tracking travel expenses associated with hiring.
Résumé-management systems and keyword searches helped recruiters handle the influx of résumés. The problem, however, was that searching for candidates through the use of keyword searches only helped recruiters find résumés containing the keywords for which they were searching. A job board with 20 million unique résumés is virtually worthless if employers have no way of judging the fit between candidates and jobs. Employers quickly realized that keyword searches did not differentiate good applicants from mediocre ones. Moreover, unscrupulous technical communicators could skew the process by adding keywords to increase their chances of being found but that did not honestly describe their qualifications.
The lack of high-quality candidates and an inability to judge the best candidates from the thousands of poor fits gave rise to smaller, more-focused job boards called NICHE SITES. Niche sites may focus on such factors as type of job (for example, technical communication, engineering, computer science), location (for example, California, Japan, Australia), or employment needs (for example, full-time, part-time, consulting). For instance, the Society for Technical Communication's jobs database for technical communicators has been available online since 1996. While these niche sites seem to be thriving today, they still require that both employer and job applicant find them on the internet.
About the same time niche sites were emerging, the dot-com boom of the late 1990s created a tremendous need for technology-savvy professionals. As a result, web-based auctions emerged. Sites such as ITAuctionHouse.com serve as online auction houses where full-time job seekers and consultants can have companies bid on their services. While these and other dot-com sites were heavy on flashy technology and excessive perks to recruit top candidates, they have lost popularity in the current economic climate and have been forced to replace the bells and whistles with more functionality for both employers and job seekers.
Even with job boards, résumé-management systems, niche sites, and online auction houses, employers and job seekers were not satisfied. Many job seekers reported that posting a résumé online was the equivalent of sending it into a black hole [5] , [6] . Both job seekers and employers could not keep up with the thousands of new job boards appearing each year. With some job boards averaging over 23,000 new résumés per day, recruiters just could not keep up. For example, Corsini states, "For many recruiters and consultants, online resources are, at best, supplementary to the core business of filling positions. They have neither the desire nor the resources to make expanded use of the Web" [7] . Moreover, for many companies, online recruiting generated only a small percentage of their hires. Job seekers and employers alike began to rethink their approaches to online job searches. Finally, career counselors report that some job seekers can become so focused on their job-search materials that it begins to adversely affect their health. For example, Karp describes a condition known as Compulsive Résumé Addiction (CRA) in which job applicants fixate on repeatedly revising their résumés and cover letters instead of re-evaluating their job-search process [11] . Job seekers with CRA think, "If I just had a better resume, I could have got that job." The significant changes to the job-search process brought about by the internet make such a focus on written materials a damaging behavior. Now more than ever, technical communicators need to understand the high-tech recruiting methods used by employers and adapt not only their written materials but also their job search techniques.
Technical Communicator Behaviors

Online Recruiting Today
Online recruiting is now an established practice in many companies, and more everyday are turning to the internet to solve their hiring troubles. In fact, a survey conducted by the online job search company Office Team found that the number of hiring managers who would rather receive résumés electronically than through the mail now stands at 48%, a 44% point jump from just two years ago [12] . In its annual "Global 500 Website Recruiting 2002 Survey," iLogos Research found that 91% of the Global 500 uses corporate websites for recruiting. Global 500 corporations using the corporate websites for recruiting in 2002 represent, for example, 100% of the companies in the healthcare sector, 98% of the companies in the manufacturing sector, and 95% of companies in the high-tech sector [13] . Such high percentages are noteworthy since these sectors employ a high number of technical communicators.
Recruiters today are using technology for more than just résumé storage and retrieval. 
ONLINE-RECRUITING STRATEGIES REVEALED
The new flexibility in recruitment has forced recruiters to learn new skills and new approaches to recruiting talent. In fact, with over 110 million job listings and 20 million "unique" résumés on the web at any given time, effective recruiters must now keep track of a dizzying array of online job sites and determine the best strategy for filling a specific opening [7] . Once a spider has grabbed an applicant's résumé, it can be quickly distributed to hundreds of other sites or sold to dozens of employers. The result is that the applicant loses control of his or her résumé and has no idea where it is posted and who is looking at it. Some employers still find that casting such a wide net is effective. However, while spiders take the work out of collecting a truckload of résumés, many recruiters have found that during this economic downturn they have no trouble finding thousands of résumés at a click of a button. Moreover, they feel that most of the résumés caught in the spider's huge web lack quality.
Employers Use Résumé-Screening and Management
Software From a recruiters perspective there is very little difference between 1,000 résumés in a database and 1,000 sitting in an inbox. The recruiter still has a labor-intensive task of wading through the résumés to fill the open position. In fact, the avalanche of poor-quality résumés generated by online services has made some recruiters question the value of online recruiting and yearn for the days of rifling through a small number of résumés kept in a metal file cabinet. King reports, "Some recruiters are ignoring online résumé services altogether because of the poor quality of résumés. Others say they cannot keep up with the growing number of Internet job sites" [22] . Other recruiters point to the increased workload:
We The downside of résumé-screening software for technical communicators is that if your résumé does not contain the keywords an employer is searching for, your résumé will never be seen. In addition, recent lawsuits suggest that selecting applicants by certain keywords may discriminate against some applicants. Online recruiting is creating some legal headaches for companies, and it will take a while for human-resource departments to address these concerns. performing background checks will become more common [22] .
Although recruiters are finding out that such tests are more efficient than traditional interviews, they are also discovering that many applicants prefer these tests because they see them as less subjective [23] . As an applicant, it does not matter whether you prefer these tests or not. These tests are gaining in popularity, and job seekers should expect to take some type of employment test. Mizell explains, "Although an applicant has the right to refuse them, it's not illegal for an employer to ask for any test, even something as obscure and unproven as numerology" [16] . Although applicants cannot "prepare" for some of these tests such as personality tests, the best course of action is to answer them honestly. Second guessing a personality test is very difficult, and some of the more sophisticated ones have built-in mechanisms for catching applicants in a lie. For skills-based tests, technical communicators can prepare by reviewing core knowledge and skills essential to performing the job.
ONLINE MISTAKES
Just as the internet has made hiring more complicated for employers, so too has it made the job hunt more complicated for technical communicators. The internet's global reach, size, speed, and lack of privacy controls often lure technical communicators into making mistakes that will at best cause them to waste their time and money and at worst result in their getting fired or having their identities stolen. The following are the most common mistakes technical communicators can make while searching for a job online, including advice on how to avoid these mistakes.
Searching for a Job Using Your Current Employer's Resources
Recruiters frequently comment on how surprised they are at the numbers of applicants obviously using their current employer's email, phone, and time to search for another job. If applicants are searching for another job while on company time, recruiters assume they are not productively working. Moreover, if applicants feel free to waste their current employer's resources, recruiters worry what else they might feel free to do.
Advice: Search for a job on your own time. Avoid using company resources by getting a personal email account (many internet sites offer free email services). Do not be tempted to use your employer's printer, phone lines, mail supplies, or fax. Doing so may result in you losing your job (and possibly a good reference).
Failing to Protect Your
Privacy Résumé theft is a growing business for identity thieves. Take a look at your résumé and ask yourself what an identity thief may be interested in: your name, phone number, email address, postal address, detailed employment history, etc. Eager to find employment, job applicants provide identity thieves with an electronic treasure chest of data when they post materials to web-based databases. The threat of identity theft and a more general unease with posting confidential material on the internet are causing many applicants to rethink their online job-search strategies. For example, a recent article in Workforce reported, "Nearly 70 percent of executives' companies post jobs on the internet. However, 65 percent of the execs said that they wouldn't post their own résumés online, or that they had serious qualms about doing so" [24] . Both job boards and job seekers are guilty of practices that fail to protect confidential data.
Some job boards do not adequately disclose what they do with your résumés, contact information, and other personal data once you post it to the site. A site may share your data with other companies without your knowledge. Résumés you post directly to clients of a job site may end up posted to the job site as well without your knowledge or permission. For example, you may discover an opening for Company X while browsing the jobs database at MegaJobRUS.com. After following a link to Company X provided in the position announcement, you apply online for the job directly through Company X's site. However, without your permission, this information may be transmitted back to MegaJobsRUS. Unknown to you, you now have a résumé floating around the MegaJobsRUS database, when you thought you only had posted a résumé directly to Company X. Along comes a spider, and your résumé is now available at a hundred different job sites.
How companies handle sensitive data is changing, however. The Government's Employment Practices Data Protection Code, for instance, will make job boards offer applicants the option of sending an encrypted file. Still, some job boards are not embracing this legislation. Dillabough reports that job boards argue that this code will force them "to imply an unencrypted send is insecure when it is already highly unlikely that on online application would get into the wrong hands" [25] . While Employment Practices Data Protection Code and other efforts are steps in the right direction, you, as the applicant, still have the responsibility to investigate a site or service to make sure your private data remains private.
Applicants are also to blame. Some applicants provide too much information. They provide, for example, photos of themselves, dates of birth, and family information. Companies cannot legally ask for this information. However, applicants sometimes blindly supply it. Consider what a simple photo of a technical communicator and her family can reveal to employers: applicant's age, race, gender, marital status, sexual orientation, number of children, and children's ages.
Advice: Privacy should be a key factor when deciding at which job board to post your résumé. Read privacy policies of all newsgroups and job sites before posting your résumé. For an example of a good commitment to privacy, see JobOptions [26] . Consider using another site if it requires you to register and provide personal information. Check for job openings directly at company sites and avoid web-based databases by sending materials directly to the contact person at the company. Finally, do not help companies break the law by providing them with unsolicited and inappropriate personal information.
Using Only One Search Engine or Job Board Some job seekers develop tunnel vision when searching for a job online. They tend to focus on only a single job board or use only one search engine (for example, google.com). Applicants, therefore, believe they have "seen all that is to be seen," when, in fact, hundreds of undiscovered openings exist. Each search engine follows different protocols for searching the internet and ranking sites for display. In fact, since some search engines allow customers to buy a high ranking, you cannot always be sure that the number-one listing represents the best fit for your search parameters. Moreover, every job board indexes openings using slightly different categories and search terms. With over 30,000 job sites on the internet, even posting your résumé at one the top five job sites may not be sufficient. [28] , for a discussion on portfolios). Forgetting the Cover Letter Like so much of the online job-search process, cover letters seem to be in transition. Do you need them or not? Do employers actually read them? Baker, DeTienne, and Smart report a study by Accoutemps that revealed that 60% of 150 executives surveyed believe a cover letter is as important as a résumé [4] . However, they also found in their own study that the majority of firms do no enter cover letters into their databases. The employers and recruiters I have talked to recently offer mixed views of the subject of cover letters. On the one hand, some admit they do not read them and, therefore, do not care if applicants include them. On the other hand, some find well-written cover letters very useful. Drake argues in an Intercom article that a cover letter provides applicants with an opportunity to accomplish three objectives:
Making False Claims
• To state your reasons for writing and introduce yourself.
• To promote yourself and what you can do for the company.
• To state what you would like to happen next. [31] . 
Overlooking the Details
Technical communicators seeking jobs online are trying to do too much, too quickly. In the rush to get their materials out to the most recruiters in the shortest time possible, some technical communicators fail to attend to the details that often make the difference in a tight job market.
Besides not following submission guidelines, applicants email their materials to hundreds of recruiters in one email with all the recruiters' names displayed in the "To:" field. Another example of technical communicators' lack of attention to detail is using a generic file name such as "résumé.doc." Imagine the trouble recruiters have sorting through hundreds of such files. Some applicants send files infected with viruses. [33] .
Finding a job is a full-time endeavor. Once you post your résumé online, you still need to continue researching possible employers, following job leads found in print publications and online, networking face-to-face and online, and updating your skills. 
